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FORTIS 
Getting Started 
 
To get started, double click on the TSFARM icon on the desktop using 
your own login name and password. The Fortis icon on your remote 
desktop allows you to look into Fortis.   
 

 
 
 
 
 
 
This will prompt you to enter a User name and Password.  This will be 
the User name and password that you use to log in on your computer in 
the morning. 
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FORTIS 
Queries 
 
Fortis has many fields that are necessary to help find the information 
you need.  The query function is how information is found in Fortis.  To 
select a query, click on the Queries button from the tool bar at the 
top. 
 
 
 
 
 
This will display a list of the different queries that are available in 
Fortis.  The information that is needed will determine what type of 
query you will run. 
 

 
 
 
Open the “by all criteria query”. 
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FORTIS 
Queries cont. 
 
The “by all criteria query” is the most versatile one.  It allows you to 
search through many different fields.  If we wanted to know all of the 
intakes that have been date stamped between 9/15/2003 and 
9/22/2003, we would enter 9/15/2003 in the Earliest StampDate field 
and enter 9/22/2003 in the Latest StampDate field.  Then select 
“intake” from the FormType field. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once you click OK, this will display a list all of the intakes that were 
received between 9/15/2003 and 9/22/2003. 
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FORTIS 
Queries cont. 
 
The “by EI” query searches your 
caseload in Fortis and selects the 
forms available that need to be 
processed in your Fortis Caseload. 
You can sort for a form type or all of 
the forms still waiting to be 
processed by you by typing your 
Fortis ID in the EI field.  
 

The “by GroupID” field uses the group 
number assigned to the case by ACE and 
selects that Group number and any 
verifications associated with that case.  
 
You must type the “G” and then the 
group number to find your file.  

 
 
The “by KCN” field searchs for the 
case with the KidsCare number 
assigned to the case from the previous 
eligiblity program. If a family has 
reapplied and they are linked together 
by the registration clerks, this will also 
pull up the most recent case and the G 
number. Only type the number of the K 
number, not the letter “K”.  
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FORTIS 
Queries cont. 
 

 
 
The “by Name SSN DOB” query allows 
you to look up the case by the Primary 
informant’s First name, Last name, 
Social Security Number or Date of 
Birth. You do not need all of this 
information though to pull up the case 
you are looking for. One or two of 
these fields will find the family. 
 
 
 

 
 
The “RespEI” caseload query will only 
pull up the cases assigned to your 
Fortis ID with out being able to sort 
the results of the query.  
 
To pull up the cases assigned to you and 
be able to sort the form type, use the “By EI” search query.
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FORTIS 
Selecting a Document 
 
Once the document has been found, click on the box next to the KNum 
field and press Open. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This will allow you to view the document. 
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FORTIS 
Viewing the Document 
 

When viewing a document you will see thumbnail views of pages on the 
left, the actual document in the middle, and many different fields on 
the right hand side of the screen.  Each of these fields is used to help 
label the document in Fortis. 
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FORTIS 
Viewing the Document (cont.) 
 
The following fields are used in Fortis. 
• KNum – the KCN. 
• StampDate – the date the document was received in the office. 
• RespEI – the eligibility specialist responsible for the document. 
• PertinentAppDate – the application date that the information 

relates to. 
• Codes – codes used to determine if special circumstances exist with 

the application. 
• Sent to DES – the date the application was sent to DES. 
• PendingDueDate – the date the Request for Information is due back. 
• Notes – a place for miscellaneous information about the document. 
• GroupID – This is the identification number assigned to the family 

in ACE. 
• PersonID - This is the identification number assigned to the 

individual person in each family in ACE. 

Fortis Files 
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FORTIS 
Viewing a Document cont. 
 
There are three different ways to go from page to page in Fortis. 

1. Click on the forward or backward arrow to go to the next or 
previous page 

 
 
 

2. Select the page number you want to go to and press Enter. 
 
 
 

3. Select the thumbnail of the page on the left side of the screen. 
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FORTIS 
Viewing a Document cont. 
 
When a document is not clear, or the print may be too small or too 
large, there are various things that can be done to make the 
information easier to read. 
 

1. The document can be rotated left, rotated upside down, or 
rotated to the right. 

 
 
 
 
 
 

2. The document can be resized to actual size, show the full width 
of the document in the viewing area, or fit the whole document in 
the viewing area. 

 
 
 
 
 
 
 

3. The document can be zoomed in, zoomed out, or a box can be 
placed around an area to be zoomed in on. 
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FORTIS 
Re-Ordering Pages 
 
When you would like to change the order of the pages within a 
document, the first step is to click Edit on the toolbar and select Re-
Order Pages. 
 

To view the document 
full screen, right click 
anywhere inside the 
document and then click 
on “Full Screen”. 
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FORTIS 
Re-Ordering Pages cont. 
 
This will allow you to change the order of the pages.  On the left side 
of the window, you need to select the start and end pages that you 
would like to move.  For example, if you would like to move pages 2 
through 5, put a 2 in the Start page field and a 5 in the End page field.   
 
 
 
 
 
 
 
 
 

On the right side of the window, you need to select where you are 
going to send the pages in the document.  You have the choice of 
placing them before a particular page or placing them at the end of the 
document. 
 
 
 
 
 
 
 
 
Now pages 2 through 5 will be moved to precede page 13. 
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FORTIS 
Deleting Pages 
 
If a page in a document is blank, it needs to be deleted.  For example, 
on an application that has frontside English and backside Spanish and 
the customer only fills out the English side, you would delete the blank 
Spanish pages.  Goto Edit and click on Delete Page. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
This will bring up a window where you will select the pages you want to 
delete.  For example, if you want to delete page two, click on Page 2, 
then click OK.  The selected pages will now be deleted. 
 
 Important: 

Make sure you 
look at the entire 
page prior to 
deleting. 
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FORTIS 
Highlighting 
 
To highlight, click on the Highlight Annotation button.  A cursor will 
appear.   
 
 
 
Select a box around the area that needs to be highlighted. 
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FORTIS 
Note Annotation 
 
Click on the Note Annotation button to create a new note. 
 

  
 

 
This will bring up the Note screen.  Type any notes that need to be 
added to the case file on this screen and click on OK. 
 
 
 
 
 
 
 
Now the Note Annotation will show up on the document being working 
on.  Move around the box by clicking on the box and dragging it around 
to its proper spot.  To shrink or enlarge the box, click on the box and 
click on one of the corners and either expand or shrink the box. 

Make sure you 
don’t cover up a 
question or an 
answer. 
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FORTIS 
Printing Documents With Annotations in Fortis 
 
Any annotations made on any page of a document will appear when 
printed.  Any part of the document that is highlighted with the 
highlighter will now be covered when printed out.  
 
 
 
 
 
 
 
 
 
 
 
 
When printing documents that contain highlighter annotations, be sure 
to uncheck the annotations box before printing.  This will ensure that 
the annotations will not be blocking any of the pages of the document. 
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FORTIS 
Importing Documents 
 
Eligibility Specialists import screen prints including WTPY’s, PMMIS, 
Forms and SAVES.   There are two steps to importing a document.   
1. Saving the document: 
 

Screen Prints Word and Excel 
• Go to File and select Print Screen. 
• Select Options. 
• Check Print to file and click on the 

Browse button. 
• Save the document. 
• Click on OK. 

• Go to File and select Save As 
• Save the document. 
• Click on OK. 

 

2. The second step is to insert the document into Fortis.  Once the 
document has been saved, go to Edit, Insert Before Page, and then File. 
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FORTIS 
Importing Documents, cont. 
 
Select the file (Word Document, WTPY, etc.) that was saved and click 
Open. 

 
 
The document has now been imported and is the first page of the 
thumbnail pictures. 
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FORTIS 
Launching 
 
Once you have filled out a form and imported it into Fortis, you can 
still change the information that is on the form.  To do this, select the 
form that you would like to update, then click the launch button. 
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FORTIS 
Launching cont. 
 
Once you click on the launch button, the form will open in the program 
where it was created.  For example, the Record of Telephone Contact 
is made in Microsoft Word so it will be launched in Microsoft Word. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once you have launched the form, you can now type in the new 
information. 
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FORTIS 
Launching cont. 
 
Once you have completed entering the new information into the form, 
click on the “X” in the upper right hand corner. 
 
 
 
 
This will prompt you to save changes, click on “Yes”. 
 
 
 
 
 
 
The information you just entered into the form will now appear on the 
imported form. 
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FORTIS 
Bursting 
 
Eligibility Specialists burst documents as needed, particularly when the 
document has permanent verification that is received with a new 
application.  They will need to copy indices from the larger document 
(parent document) and then make minor modifications to the indices 
for the document that was bursted (child document). 
 
When bursting a document, make sure to re-order the pages so the 
pages that need to be bursted are the first pages.  For example:  if 
the bottom two pages are verification and need to be separated out, 
select the page numbers and make sure to move them before page 1. 
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FORTIS 
Bursting cont. 
 
Once the pages that need to be bursted out are the first pages, select 
the last page that is going to be bursted and then press the burst 
button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This will take you to the bursting screen.  When bursting a document, 
make sure that the document is being bursted into the KidsCare folder 
and also check the Index Data box and press Set. 
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FORTIS 
Bursting cont. 
 
Once you press the Set button, you will be taken to the Set Index 
Data screen.  On this screen make sure to enter the StampDate, 
RespEI (which is you) and FormType and scroll down to enter the 
GroupID .  Then click on the “OK” button.   
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FORTIS 
Bursting, cont. 
 
You will then be taken back to the Burst To screen, click on “ok” again.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Now the document has been bursted out, and you will need to run a 
query to view the document, as it is now a separate document. 
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FORTIS 
This page intentionally left blank. 
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